The City of
College Station, Texas

Embracif&the Past, Explorin&the Future.
Office of the Mayor
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August 28, 2002

To Whom It May Concern:

As Mayor of the City of College Station, you are hereby notified that the following
employees are authorized to submit requests and reports related to the Texas
Department of Transportation grants concerning the 2003 Comprehensive
Selective Traffic Enforcement Program grant.

Request for reimbursement — Amanda Hudec, Staff Accountant

Project Performance Reports

Cost Assumption Reports

Project Extension Requests

Administrative Evaluation Reports — Michael R. Mathews, Police Lieutenant

Ron Silvia, Mayor
City of College Station

Home of Texas A&M University
Home of the George Bush Presidential Library and Museum
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Colle ege Station, Texas

Embracing the Past, Exploring the Future.

Police Department

P.O. Box 9960 . 2611A Texas Avenue S . College Station, TX 77842 . (979) 764-3600
www.ci.college-station.tx.us

August 28, 2002

To Whom It May Concern:

All officers working the Comprehensive Selective Traffic Enforcement Program
grant have been trained in Standardized Field Sobriety Training (SFST).

Lieutenant Michael R. Mathews
College Station Police Department

Home of Texas A&M University
Home of the George Bush Presidential Library and Museum
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POLICIES AND PROCEDURES - Policies

D. COMPENSATION

E.
1. Policy

It is the policy of the City of College Station to provide sufficient
compensation for its employees in order for the City to attract and retain
qualified individuals for all positions. Salary surveys will be completed
by the Human Resources Office periodically to ensure that each job is
paid at a rate appropriate for the level and type of work performed, both
in relation to other positions in the City and to the City's state & local
competitive labor markets. The Human Resources Director shall be
responsible for the continuous maintenance and administration of this
plan.

a. Wage & Salary (this section currently under review)

The Pay Plan is designed to provide increases to employees as
rewards for performance. The performance appraisal will establish
a performance level (average total weighted score) for the
employee. Each level of performance will have a specific
percentage pay increase associated with it based on budgetary
requirements. The better the performance level at or above
expectations (3.0 on scale of 1 to 5), the greater the percentage.

to calculate a dollar amount.

b. When a new position is created or an existing position is changed
by adding, modifying, or eliminating duties and responsibilities, the
Department Head will notify the Human Resources Office so a
reclassification study may be conducted if deemed necessary.

* See Pay Plan Document

2.
3. Qvertime_and Compensatory Time

a. Departmental administrators shall be responsible for constantly
reviewing staffing levels, work loads, and vacation schedules so
as to minimize the need for overtime work. Qvertime work shall be

accordance with the Fair Labor Standards Act (FLSA). Overtime
work shall be ailocated as eveniy as possible among all

http://citynet/humanres/policy/comp.htm 08/21/2002
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b. Overtime and Compensatory time shall be based on hours worked
in excess of forty (40) hours per work week. Those employees
subject to compensatory time (non-exempt) will be given a
maximum accumulation of sixty (60) hours to use, after which the
employee will be paid overtime. With approval of the department,
overtime may be paid prior to the 60 hours. Non-exempt
employees will be compensated for any comp time accumulated at
the time of departure from employment. The accrual of overtime or
compensatory time will be accumulated at 1% times the hourly
rate or number of hours, respectively. Holiday, sick or vacation
time used may be counted as part of the forty (40) hour work week
in calculation of overtime. (An exception is made for Fire
Department "mandatory" overtime where usage of vacation, sick
or holiday time negates the automatic 9 hour overtime provision of
the FLSA).

c. Exempt employees will be allowed to accumulate compensatory
time on a "time for time" basis. Accrual will be unlimited but
exempt employees will not be paid for unused compensatory time
at the time of departure from employment.

d. The work week will start on Monday and end on Sunday for all
regular_employees other than Law Enforcement Officers and
Firefighters. Other Department's work weeks may vary depending
on flexible schedules according to the needs of the Department.
These schedules will be posted in the Department.

e. The Law Enforcement Officers will fall under the FLSA 7(k) partial
exemption from overtime by using a 28 day work cycle.

Departmental policies will outline more explicit procedures to be
followed.

and establish a 21 day work cycle. Nine (9) hours overtime will
automatically be paid in each work cycle when vacation, holiday or
sick time is not used. Departmental policies will outline more
explicit procedures to be followed.

g. Those in exempt positions (administrative, supervisory or
professional levels), as classified by the Department Head or City
Manager, will be allowed compensatory time only for approved
circumstances. (Work necessary above the normal requirements
of the job will be compensated by the accrual of compensatory
time to a maximum of forty (40) hours.)

h. Compensatory time accumulation and use must be recorded on
time sheets submitted to payroll.

4.
5. Stand-By Pay

http://citynet/humanres/policy/comp.htm 08/21/2002
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Employees must forward a "Travel Expense Report Form" and
supporting documents to Accounting no later than five (5) days
after returning from travel. A separate "Travel Expense Report
Form" must be filled out for each employee who traveled
overnight. All City Credit Card charges along with any other
reimbursable expenses must have receipts turned in with the
Travel Expense Report. The Travel Expense Report should be
filled out in detail, itemizing all city expenses related to the trip and
any personal expenses on the City Credit Card.

i. City Credit Card Use

All credit cards are the property of the City of College Station and
are issued to departments for authorized purposes only. It is the
respon-sibility of each Department Head to monitor and control
credit card use. Credit card use is subject to all normal
purchasing regulations; in addition, purchases are limited to
approved travel expenditures and may not be used for local
purchases, with the exception of approved local meals in
connection with business or training. All expenditures on credit
cards must be reported to Accounting within five (5) days after an
employee has returned from travel.

It is recommended that all room service, in-room movies and
personal phone calls be paid for by the employee at check-out
time instead of charging them on the City Credit Card. Under no
circum-stances are souvenirs and similar items to be charged to
the City Credit Card.

LOST/STOLEN/MISPLACED - In the event that a credit card is
lost, stolen or misplaced, it is the individual's responsibility to
immediately report the card number to the credit card company at
1-800-442-4757. Also, Accounting should be notified as soon as
possible. If you do not know the card number, contact someone in
your department or Accounting.

5. City-Owned Vehicle Use Procedures

a. The use of a City-owned motor vehicle by an employee is neither

a right nor a privilege but a trust conferred to facilitate necessary
performance of job duties. City-owned vehicles shall be assigned
and used only in the performance of official duty and not for
personal use except as stated below. Any exception to this must
be submitted in writing and must be documented for tax purposes.

. Operators of City-owned motor vehicles must meet certain

standards and follow the requirements as outlined in this
regulation. Any employee who will operate a City-owned motor
vehicle must possess a valid driver's license and must have a
clear driving record with fimited moving violations. Employees who

http://citynet/humanres/policy/2Hprogenproc.htm 08/21/2002



Untitled

Page 6 of 10

fail to do so will not be allowed to operate City vehicles (see City
Driving Record Requirements, Section 2-C2).

. It shall be the duty and responsibility of all operators of motor

equip-ment to report to their supervisor any defect in the
mechanical equip-ment and to use every precaution to prevent
additional property loss, expense, or recurrence of such
conditions.

. Drivers of City-owned vehicles shall not transport unauthorized

indi-viduals. Authorized individuals may be transported with
specific authorization. All drivers will be required to obey all traffic
rules and regulations prescribed by law (i.e. seat belt regulation)
and to use every safety measure possible to prevent accidents.

. Operators of motor vehicles used in the service of the City who

violate this regulation or become involved in any accident will be
subject to disciplinary action if, upon investigation, it is determined
that the employee was responsible for such action or, through
carelessness or recklessness, he contributed to the cause of such
accident.

. Certain employees who are on-call may take City vehicles home

and is considered an additional benefit to the employee in order to
ensure emergency response. Limited personal use of a City
vehicle will be allowed as long as such use is enroute to either the
work site or the employee's home. Such use should be cleared
through the super-visor. Responsibility for emergency response
will be reflected in the Job Description of that position. There may
be occasions where secu-rity of equipment within vehicles is used
as consideration for overnight permission.

6. City Facilities

a. The City of College Station offers its employees numerous

facilities for personal and business use. These facilities include the
College Station parks and their picnic pavilions, recreational
facilities (swimming pools, tennis courts, basketball courts,
baseball fields, etc.), the Teen Center, the Conference Center,
and Lincoln Center.

. To reserve facilities for personal use, most will require a

reservation, a deposit, or a fee that has been determined by City
Council. The College Station swimming pools, however, may be
used by City employees for no admission fee. Those employees
who are interested in using any of these facilities should contact
the appropriate depart-ment to obtain further information on their
established guidelines.
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